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PROCUREMENT ANALYST
GS-1102-13

Introduction

This position serves as procurement analyst assigned to the
Immediate Office in CMD-RTP. As a primary responsibility the
incumbent is responsible for analysis and evaluation of
contracting matters; coordination .and responses to requests under
the Freedom of Information Act; initiation, development, review,
and recommendation of contracting policies, procedures, guidance
and control of contracting activities; providing assistance in
the development and administration of a quality cohtrol and
oversight program in CMD¢RTP, i i

ect As a secondary responsibility, the incumbent
performs the duties of a Contract Specialist in their respective
Service Center. Contracts are of significant and vital importance
to the Agency and involve systems or programs such as complex
experimental research, design, development and demonstration
projects; fabrication and testing of complex pollution control
technologies and systems; state-of-the art scientific equipment;
and multi-year complex programs of national scope on long-term
economic, environmental or health problems for which there is
little or no meaningful experience or precedent data available.

Duties

o Initiates, develops, reviews and recommends local
contracting policies and procedures for guidance and control of
contracting activities. These initiatives are aimed at
streamlining the acquisition process within the guidelines of new
and current policies and regulations, and improving the quality

and integrity of the procurement methods and systems within the

Service Center and Division.

o Participates in the development of policies as the RTP
representative of special task forces or work groups within the
Agency and/or interagency groups dealing with contract matters.
These task forces -or work groups may involve such issues as
revisions to the EPAAR, EPA Acquisition Handbook, or EPA
Contracts Management Manual, or other policies aimed at revising
or improving EPA contract placement and management. As the
situation demands, the incumbent will be required to head or
assist in special ‘Service Center policy development/improvement
task forces, coordinate the Service Center or CMD-RTP position,

-and coordinate and present this position to higher management

within the Division or to outside Federal, State, commercial or
educational groups.

o Analyzes, coordinates, and prepares comments regarding
proposed contracting regulatory matters under consideration by
the Office of Federal Procurement Policy, the Civilian Agency
Acquisition Counsel and Congress.




o . Provides advice and guidance on contracting matters to
contract personnel at RTP, and to Project Officers and Program
Office management at all locations throughout the Agency for whom
the Service Center provides support. This advice and guldance
may involve interpretation of Federal or EPA pollcy oxr
regulations to a complex or unusual situation in which there has
been 'little :or no precedence. In the absence of a specific
policy or regulation, the incumbent may be requlred to recommend
and/or develop p011c1es to cover a specific area in which
guidance is lacking.

o0 Assists with internal and external reviews (ie. IG, GAO,
OAM) performed on the contract placement and management functions
of the Service Center and/or Division.

o Coordinates and responds to requests under the Freedom of
Information Act.

o Responsible for the preparation of solicitations for
complex services, equipment and research and development
requirements. Conducts pre-proposal conferences, issues
amendments to solicitations ‘as necessary. Prepares
determinations and findings, and other supporting acquisition -
documentation. Prepares source lists and abstracts of offers.
Reviews proposals for responsiveness to RFP. Reviews technical
evaluation to. ensure adequacy and 'acceptability. As necessary,
prepares cost/price analysis on assigned acqulsltlons. Prepares
memoranda for competitive ranges and conducts written and .oral
discussions. Plans and conducts negotlatlons, outlines points
for resolution and the Government's objectives. . Prepare source
selection documentation. Prepares contract including all
appropriate standard and non-standard terms and conditions.
Ensures that contract file documentation includes all requisite
background information and facts to support the decisions leading
to and supporting award.

o Performs contract administration. Exanples include:
reviewing and issuing work assignments, task orders and delivery
orders; reviewing and approving work plans; reviewing monthly
reports and invoices; exercising options; issuing show cause
letters, cure notices and stop work orders; reviewing and
consenting to subcontracts; issuing modifications for work
expansion and/or acceleration, funding, terminations and other
areas related to contract administration. Ensures that file
documentation is accurate and supports all actions related to
contract administration.

FACTOR 1, KNOWLEDGE REQUIRED BY THE POSITION

o Mastery of (a) government contracting laws, regulations
and policies ‘(such as the Federal Acquisition Regulation, EPA
Acquisition Regulations, the ‘Federal Property Management
Regulations, Office of Management and Budget Circulars, etc.);
techniques of contracting operations; (b) detailed procedures




affecting agency, contracting requirements (such as the EPA
Contracts Management Manual, the EPA Acquisition Handbook, the
EPA Finance Manual, the Gulde for Control of Government property,
etc.); (c) Comptroller General and Board of Contract Appeals
decisions; (d) OMB directives; (e) Small Business Administration
Policy and Procedures; (f) Cost Accounting Standards; (g)
practices of business and industry to permit development of
policies, prov1de guidance to contractlng and project officers,
and to review, evaluate and recommend improvements to the whole
range of contract actions.

o Knowledge of contract administration sufficient to
perform and' evaluate administration of complex, multi-year
service contracts requiring (a) continuous monltorlng of special
contract provisions; (b) coordination of extensive subcontracting
activities; and, (c) observation of rigid time frames that can
affect other large and complex programs, both internal to the
Agency and external (other government agencies and contractors).

o Analytical skills sufficient to evaluate audit reports,
regulations, policy statements and other relevant materials as a °
basis for developing and implementing agency guides or procedures
which significantly affect long range and interrelated agency and
government wide programs.

‘0 Skill in oral and wrltten communications to (a) present
sensitive recommendations. to upper agency management; (b) to
obtain .compliance with policies from agency contracting
activities; and, (c) to represent the Agency on task forces and
work groups on policy matters.

FACTOR 2, SUPERVISORY CONTROLS

D‘wo*‘;cmo .
o) Works under the general supervision of the Chief-of one
= The Service
Center Chief assigns work and provides general guidance with
regard to priorities and program objectives. The incumbent
independently plans the approach to be taken, determines the
depth of analysis required, evaluates alternative approaches, and
develops recommended solutions 1nc1ud1ng the need for policy
changes. Completed work is reviewed in terms of compliance with
general policies and compatibility with overall management
objectives.

FACTOR 3, GUIDELINES

© Guidelines include procurement laws, Federal regulatlons
and agency contracting, financial, socio-economic and related’
directives and policies. These guides are only generally
applicable to the work, as. the agency programs and state-or-the-
art technology generates unusual and unique .contractual problems.
The incumbent must exercise 1n1t1at1ve, resourcefulness,
foresight and experlenced judgment in 1nterpret1ng and applying
these guides as well as in developlng«and implementing solutions




procurement functions performed in the

to problems that are unique an outside the scope of current
written guidelines.

FACTOR 4, COMPLEXITY

o The incumbent is responsible for the analysis and
evaluation of contracting matters, the initiation, development,
and recommendation of contracting policies, procedures, guidance
and control of contracting activities and for the development and
implementation of a quality control/review of contract awards,
administration and management.

o The work is characterized by the depth of problem

identification and analysis stemmlng frog the bgpag variety of
and by the

unknowns and changes or conflicts inherent in the issues that
arise. The incumbent must bring extensive experience, knowledge
and judgment to bear in evaluating the adequacy of contract
administration actions and in developing recommendations for
improvements in contract administration and placement. policies.

o The incumbent serves as an authoritative technical
resource advising contracts and program officé working personnel
and their management on the most difficult contract awards,
administration and management problems and issues.

FACTOR 5, SCOPE AND EFFECT

o The work involves development of new and/or improved
contracting procedures to (a) implement provisions into the
contracting function pursuant to statutes, executive orders,
operational requirements emanating from other sources; (b) to
find solutions to problems that arise from new Comptroller
General, Board of Contract Appeal and Court decisions; and, (c)
develop and maintain a quality control/review program to insure
that the contract award, administration and management activities
are of highest quality and meet the requirements of applicable
statues, regulations, and policy. The work results in improving
respon51veness to customer requirements and that mission
responsibilities are met and maintained. Policies and guidance
provided by the incumbent contribute to the effectiveness of
Agency's contractlng program and provide criteria for measuring
and 1nsur1ng adequate performance.

FACTOR 6, PERSONAL CONTACTS

o Contacts include managers, contractlng and technical
representatives from other Federal agencles, top level EPA
management, project officers, contracting officers and other
contractlng personnel within the Agency. Contacts frequently
occur in unstructured settlngs and are usually held to resolve
problems or obtain or provide outside viewpoints. The purpose
and extent of contacts differ according to the role of the person
and the organization represented.

‘ .




FACTOR 7, PURPOSE OF CONTACTS

o Contacts are to provide guidance to contractlng officers,
project officers and agency management, to coordinate and
persuade on the implementation of policy or procedural changes,
to determine their potential effect at the operational level and
to obtain agreement or recognlzlng identified deficiencies in
contract administratién practices and to. gain acceptance of
recommended solutions and improvements.

o The incumbent's participation in task forces and/or work
groups is to assure consistent interpretation and implementation
of contract policy throughout the Agency.

FACTOR 8, PHYSICAL DEMANDS

o The work is sedentary.
FACTOR 9, WORK ENVIRONMENT

o The work is normally performed in an office setting, but
occasional travel may be required to EPA Headquarters or field
activities for fact finding activity, review and determination of
performance.




